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Introduction

The GSA Online University (OLU) can be accessed via GSA Singlois(@80) or via a neBSCOdirect URL. Please
find directions below on the different ways to enter the new SAP site.

SSO Access
Logging in from a GSA Laptop
1. From your GSA laptgmavigate to the following URIkttps://gsaolu.gsa.gov

2. You willbe directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance ma
differ slightly based on your role (ex: employee vs. supervisor/ manager) or personal tile configuration.

GSA ... ‘ome-
ONUMNE UNITERSITY

Sort by Dale | Type Links

24x7 Live Support Section 508
& You are all caught up! Accessibility

~ Recently Completed (0) & Edit

There are no recent completions.

Welcome ) My Admin Favorites

You don't have any Admin Favorites shortcut

links yet. Click here to add some
y
& (=]
m Addiremove tiles

Welcome to GSA's Online University!
Below are best practices about the
new system:

« Please delete your browser
history/cookies to optimize system
performance.

+« Remember to turn off your pop-up
blocker to access OLU courses.
+ To find courses, navigate to the
Learning page using the drop down
navigation button under Home.
Yaurtraining histary from the m-?ﬂ?l’o'v

Training
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Non-SSO Access (Direct URL)

If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thus not utilizing SSO
you will need to access GSA OLU via a direct URL.

1. Navigate to the following URLhttps://hcm03.ns2cloud.com/login?company=GSAHCMO03

2. Reh OEA 5838 'T OAOTTATO §53'q )1 £ Of IMgéed 1A SROMIAG |
take you to the direct system login page for the GSA OLU site.

You are accessing a U.S. Government (USG) Information System (IS) that is
provided for authorized use only.

By using this IS you consent to the following conditions:

= The USG routinely monitors communications occurring on this 13, and any device attached to this 1S, for purposes including,

but not limited to, penetration testing, COMSEC monitoring, network defense, quality control, and employee misconduct, law

enforcement, and counterintelligence investigations.

At any time, the USG may inspect and/or seize data stored on this IS and any device attached to this I5.

Communications occurring on or data stored on this 1S, or any device attached to this IS, are not private. They are subject to

routine monitoring and search.

= Any communications occurring on or data stored on this IS, or any device attached to this 13, may be disclosed or used for any
USG-authorized purpose.

= Security protections may be utilized on this IS to protect certain interests that are important to the USG. For example,
passwords, access cards, encryplion or biometric access controls provide security for the benefit of the USG. These protections
are not provided for your benefit or privacy and may be modified or eliminated at the USG's discretion.

.

3. %1 OAO Ul 60 OOAOT Ai A AT A BAMGO OT ABBA Al EAE
(ShouldttR 11T CET D ACoApay /D ABDIOAAOCD O GEAHOMQR &1 11 1

m O
—> [TV

X

Please log in to begin using Heermanme

Forgot Username?
SuccessFactors. Both your
username and password are case Password
sensitive. Forgot Password?

- (&)
20 00000
20 @e O

O ()

@0

4. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance me
differ slightly based on your role (ex: employee vs. supervisor/ manager)
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GSAS.. rome
ONLINE UNITERSITY

Links

24xT Live Support Section 508
@ You are all caught upl Accessibility

Sort by Date | Type

> Recently Completed (0) & Edit

There are no recent completions

( My Admin Favorites

You don't have any Admin Favorites shortcut

links yet. Click here to add some
= =
=1

m Addremove tiles

Welcome

Welcome to GSA's Online University!
Below are best practices about the
new system:

+ Please delete your browser
histery/cookies to optimize system
performance.

+ Remember to turn off your pop-up
blocker to access OLU courses.

« To find courses, navigate to the

Learning page using the drop down

navigation button under Home.

Mandatory T...
LA
Mandatory
Training

Your training history from the
w

———
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Main Menu Navigation

YourGSA OLU dmepage wilhave amain navigation bar at the top of thgage.This navigation bar contains a
dropdown menu that ktsallthe SuccesBactors modulesvailable to you (based on your role), along with links to other
pages within the systemyou may tick on the Home icon to return to the OLU homepage from any location.

GSA ... [rome-]
ONLNE UNITERSITY

Home

Learning T

Admin Center Sort by Daie | Type
Live Support 24x7

& You are all caught up!

~ Recently Completed (0)

There are no recent completions.

The dropdown menu containdome, Learning, and24x7 Live Supportinks.

TheHome link will take you back to the homepage no matter where you are in the platform.
TheLearninglink will take you the learning management area of the system.

The Admin Centerlink will take you to the dministration area of the system.

The24x7 Live Suport link will take you to the area of the system where you can interact with an OLU Live
Support Specialistor assistancavith general OLU navigation and utilization inquiries.

= =4 =4 =4
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Homepage Features

YowurET I ADACA EAO 1 O1 OEBHI DEADAGOOA G AdLGubnal@Eicdniiem/EA O A
layout. Tiles are movable and can be edited toyfiur system needsBelow is an explanation of eafeature tileon
your homepage.

GS A\"‘\ Homn
ONLIME UNITERSITY

24xT Live Support Section 508
& You are all caught upl Accessibility

Sort by Date | Type

~ Recently Completed (0) & Edit

There are no recent completions.

Welcome to GSA's Online University!
Below are best practices about the

You don't have any Admin Favorites shortcut
new system: —

links yet. Click here to add some
Addremove tiles

My Admin Favorites Live Support...
&

+ Please delete your browser
histery/cookKies to optimize system
performance.

« Remember to turn off your pop-up
blocker to access OLU courses.

« To find courses, navigate to the

Learning page using the drop down

navigation button under Home.

Mandatory T...

=

Mandatory
Training

=" Yourtraining historvy from the

Tile Descriptions

To Da Lists all your incomplete itemsgcentlycompleted activitiespending approvalsand tasks assigned to you
from all modules within the systa. To Do items can be sorted by date and/ or type.

Links: Displays links added as shortcuts to other pages and areas of the system. To add or remove shortcuts, click the
Editbutton to view a list of available links.

Welcome: Displays information on theew GSA OLU and will have announcements pertaining to the new Learning
Management System.

Page5 | © 2017eSkillz Corp. All rights reserved. Powered by: m
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My Admin Favorites Displays links added as shortctibssthe Admin Center (@ministration area of the systein

24x7 Live Support Click on the eSkillz Live Support picture to be transferred to a &®Aclassroom support page
(powered by eSkillz). Simply gelA & Ofick Bere(o Chaibutton from that pageand you will beconnected with OLU
support specialists who are standing b Bours a day, 7 days a weekoffer assistanceSupport specialistssaist with
generalOLUnavigation and utilization inquiries including how to use tbeU, how to find training, course launch

assistance and more.

Mandatory Training:# 1 EAE 1 1- AOBARBAGG'BU 4 OAET ET C6 PEAOOOA O OEAx
year. Plase review this list and assign andfegister for training irthe OLU.

Tile Browser. Allows theuserto add or remove tiles from the OLU homepage.
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Homepage Options

The homepageptions drop-down menu can be accessed by clicking on your name in the top right hand corner of the
OLU homepage.

Esi Omoh-SMEAdmIn {esi-smeadmin} -
Options

Admin Center
Logout

Descriptions

Options: Changdisplay options, select a new landing page, change language options, and access accessibility
settings.

Admin Center. Administration area of the system.

Logout: Logout of the OLU system.
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Learning Administration Homepage Navigation

To perform administrator related tasks in the system, you must first navigate to #srhing Administratiorarea of
the Admin Center.

1. Locate the main navigation bar at the top of the OLU homepage. Click on the Home icon to opemphe d
down menu.

2. Click on theAdmin Centericon. Thiswill take you theadministrationarea of the system.

GSAS. [Home-]
ONLUINE UNIVERSITY

Home

Learning
Admin Center Sorl by Dale | Type
Live Support 24x7

& You are all caught up!

+ Recently Completed (0)

There are no recent completions.

3. ClickLearningand selectLearning Administration.

G S A \\ Admin Center = Esi Omoh-RegionalAdmin (esi-regionaladmin)
ONUNE UNIPERSITY .

Y

Admin Center

Tool Search

PLEASE NOTE: EMPLOYEE PROFILE UNIVERSAL UPGRADE IN Q4,2015!

With the Q4 release, all customers who have not upgraded to either v12 or Peaple Profile before that date will be automatically transitioned to People Profile
(exception: customers without Role Based Permissions will be upgraded to v12). For details about these upgrades, their timing and the newer features, or to
ask any questions, visit our Community site here.

e ‘v

Company Processes & Cycles - My Favorites
Click the <7 icon nextto the links you want to
@ / - s add to this Favorites shortcuts list
- - ¢ ’
Objective Performance 360 Reviews Compensation Variable Pay
Management Management .
1) : v
RN iz W o -T i News & Updates
A « )\ = 4 )/ gL - Cr There was an error while performing this
B Calibration Leaming D oparsion
— an l
w B «
earning Administration o l
) (Deoming - ’ Resources & Materials
Recruiting L iles Pay Scale based Reporting
Help & Tutonials
an = ¢
a b -~ Role-Based Permissions Administration
$ A 14
Payroll Company Settings Mobile BPE Dovelopment Customes Communsy
Tool

Handout Bullder

Refer a friend and eam rewards
Manage Employees

% &

Manage Forms by Update User Set User
Information Permissions
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4. You are now in the Learning Administration area of the Admin Center.

‘Check System =
A Learning Administration v B S RO00000) ~ e
2 ia [} o
Home = Users  Learning  Content References  Reports
‘ Search: [ Enter Keywords or Gommand ] ‘ L ‘
00 @
Welcome
Wel to actors Administration
a8 New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around
. Watch the Tutorial @
Quick Links /
-0 -O cheduled Offering ecord Learning - Multiple jser Needs Mgmi
oo © e oo © Add Scheduled Offeri Record Ls i Multipl User Needs Mgmt
= = ‘Afer creating an ftem (course) and User, = = ‘Afer creating the User and the ftem @ A Scheduled Offering is an Instructor led Store the completion of a course or any Assign or remove assignments for
I odcan sinerassign the course [User | — — (courss), schedule when the couree wil course. It allows for registration by ather leaming related ltem, indluding groups of Users. Assignments can
Needs Mgt of go sifaight to record be taught (an Offering ofthe courss), users. Addilionally, resources can be scheduled offerings include Curriculum, Courses, and
completion for the User. The completi Compigtion can be marked based on specifiedforits execution such as the Competencies.

Powered by:
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ADMIN CENTER

Learning Administration Preferences andlime Zone Settings

To prevent future time zondisplay issues when creating Scheduled Offerings (SO)highlly recommendedthat
administratorsselect the appropriate Admin Center preferences.

1. From the Learning Administration page (also called SuccessFactors Administration), click on the Preferences

) iconlocated in the top right corner of the menu frame

»

“e [ r
ciaM=Na o «
Home Users Learning Content References Reports

Search- l Enter Keywords or Command ] | | E

il @
Welcome

Welcome to SuccessFactors Administration
g New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.

Watch the Tutorial @

2. ,TAAOGA OEA O3ARIAMG 1Al Ad AGA RORITTAS 4
Preferences Help
= Locale
AdminID:  ESK0000004 Note: Scheduled
Name: esi-smeadmin, Esi Offering times will
be displayed in the
Settings Viewable Domains I Password selected time zone.

General Settings

Enable Guide Me Mode: [/

Apply Changes

Select a Locale and Time Zone

* = Required Fields

= Active Locale 1D: O,
* Currency ID: |
+Time Zone D" | M ch::zys display Schedule Offerings in this Time

Apply Changes Reset

Pagel0| © 2017eSkillz Corp. All rights reserved. Powered by: M
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3. Under the Settings tab of the Preferences pagater/ select the following information:

a. Active Locale ID English
b. Currency IDUSD (US Dollar)

c. TimeZone ID Eastern Standard Time (US/Eastern)

Select a Locale and Time Zone

* = Required Fields
* Active Locale ID: ©, [English
* Currency ID: | USD [US Dollar) ¥

*Time Zone |D:

| Eastern Standard Time (US/Eastern) r

Always display Schedule Offerings in this Time

Zone

Apply Changes Reset

4. #EAAE OEA O!'i xAUO AEODI

AU 3AEAAOI A | £AEAOET ¢O EI

Select a Locale and Time Zone

* = Required Fields

= Active Locale 1D: ©, |English

* Currency 1D: |usD (US Dollan)

* Time Zone 1D:

|Ea5tem Standard Time (AmericalNew York) 7 Always display Schedule Offerings in this Time

Zone

Apply Changes Reset

5. Click Apply Changes to save your preferences.

Preferences

= Locale

Admin ID:
Name:

ESK0000004
esi-smeadmin, Esi

General Settings

Password

Enable Guide Me Mode: [+

Help

Apply Changes

Select a Locale and Time Zone

* = Required Fields

= Active Locale ID: ©, [English

= Currency I1D: |UsD (Us Dollan)

|Eastern Standard Time (AmericaiNew York) ]

* Time Zone ID:

Always display Schedule Offerings in this Time
Zone

—’ Apply Changes

Reset

Pagell| © 2017eSkillz Corp. All rights reserved.
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6. Click the icon in the top menu frame to return tihe Learning Administratiompage.

SPFaM-u
Home Users Learning Content

Search’ Enter Keywords or Conmnmand ] Go |
Preferences Help
.> Locale

Admin 1D: ESK0000004
Name: esi-smeadmin, Esi

Viewable Domains I Password
General Settings

Enable Guide Me Mode: [
Apply Changes
Select a Locale and Time Zone

* = Required Fields

* Active Locale 1D: ©, [English
= Currency 1D: |USD (US Dellar)
+ Time Zone I1D: [Eastemn Standard Time (America/New York) ] ‘;:::“ display Schedule Offerings in this Time

Apply Changes Reset
Update the Locale Format Options

+ Date Pattern 1D: Midiyyyy (MM/IDDYYYY) | v |

* Time Pattern ID: hh:mm aaa (hh:-mm AMJ'PM}
* Integer Pattern 1D: Long_01 (1000}
* Decimal Pattern ID:  |Double_01 (1000)
* Currency Pattemn ID:  |Currency_01 (1000)
* Percentage Pattern 1D:|Percentage_01 (1000) v |

Apply Changes Reset

Pagel2| © 2017eSkillz Corp. All rights reserved. Powered by:
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A learning item can be an Instructor Led Training (ILT), M8abed Training (WBT), webinar, demonstration (DEMO),
on the job training (OJT), ettn the Scheduled Offering case, the parent item will bdlan

Items Area Navigation

1. From the Learning Administration page (also called SuccessFactors Administratio), A E [earningpE A O
icon.

= 1 B L

Home Users Learning Content

Search: | Enter Keywords o%mand } Go) ‘

Welcome

Welcome to SuccessFactors Administration

: New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
- Watch the Tutorial @

2. Click on the Items tab in the left menu fram¥ou will be directed to the area of the system where you can
search and viewour desired Item.

e [
Home Users Learning Content
Search: | Enter Keywords or Command } Go ‘

Items Search | @
ltems Search Saved Searches &
Scheduled Oﬁelings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can

also add or remove search criteria o further refine your search.

Catalogs Search Save As Reset
Programs Case sensitive search: ) Yes ® No

Curricula Search All Locales: O Yes ® No

Evaluation Item Types: Starts With T

Item ID: Starts With
Instructors (sta |

praeidchg @

Tools [MM/DDIYYYY)

Revision Number: [Starts With [

Item Title: Starts With

item Status: ® pctive O Not Active O Bath

Item Classification: ,7 T

Online Settings:

[[]Has enline content
Orders Enabled: O Yes O No ® Both

Add/Remove Criteria ©

Search Save As Reset

Pagel3| © 2017eSkillz Corp. All rights reserved. Powered by: m
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ITEMS OVERVIEW

Searching for an Item

1. From the Learning icon page, locate the Items tab.

w &

[S==

Home Users Learning Content
Search: | Enter Keywords or Command } ‘
ltems Search @)
Items Search Saved Searches 0
Scheduled Offerings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.
Catalogs Search Save As Reset
Programs Case sensitive search: ) Yes ® No
Curricula Search All Locales: O Yes ® No
Evaluation Item Types: Starts With T
Item ID: Starts With
Instructors [5ta |
———s [ ]
& Tools (MM/DDIYYY)
Revision Number: [Starts with [
Item Title: Starts With
Item Status: ® acive O NotActive O Bolh
Item Classification: [Starts with [ T
Online Settings: []Has enline content
Orders Enabled: O ves O No ® Both
Add/Remove Criteria ©
Search Save As Reset

2. Enter theTypeandTitleof the item you wish to search fo¥ou can use the dregown menu associated with
iTO0 AOEOAOEA O OAEET A Ul 600 OSkddtA seargho@ygur d@€rélALD O O

Items Search | @
Items Search Saved Searches &
Scheduled Offe {mgS Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.
Catalogs Search Save As Reset
ngram Case sensitive search: ) Yes ® No
Curricula Search All Locales: ) ves ® No
Evaluation ltem Types: [starts with i h 4
Item ID: Starts With
Instructors [Sta |
Revision Date:
= Tools (MAIDDITYYY) ]
Revision Number: Starts With [
Item Title: | Starts witn [eskinz
ltem Status: @ pctive O Not Active O Both
Item Classification: T
. B Starts With ~
TIP: Click the ) ) ' '
O I A A T2 A I' Online Settings: ] Has online content
# O E OA O E A Orders Enabled: ) ves O No ® Both
to refine your Add/Remove Criteria ©
SearCh Save As Reset

Pagel4d| © 2017eSkillz Corp. All rights reserved.
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3. Locate yourdesired ILT. Click on the Item ID to select and open the ILT.

Items Search | @
l Items Search > Search Results Saved Searches &
Scheduled Offerings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.
Catalogs Search Save As Reset
Programs Case sensitive search: O Yes ® No
Curricula Search All Locales: ) ves ® No
Evaluation ltem Types: [Starts With icT T
Item 1D: Starts With
Instructors [Sta [~
Prifrsiees it I
Tools (MM/DDMAYYY)
Revision Number: [starts with [v]]
Item Title: [Starts With [eskinz
ltem Status: ® active O NotActive O Both
Item Classification: | Starts With | T
Online Settings: []Has online content
Orders Enabled: ) yves ) No @ Both
Add/Remove Criteria ©
i Search Save As Reset
TIP: Click the
(F|e|d ChooseO Field Chooser & Download Search Results =
button to refine
Item Title
your search —
ILT eSkillz-Regional Admin-ILT {Rev 1 - 1112/2016 eSkillz Virtual Administrator Training - TEST ILT
results. 09:48 PM America/New York)

o9
ol - (i o
Home Users Leamning  Content References  Reporis

‘ Search: I Enter Keywords or Command I ‘ ‘ %

4) Search Results

) eSkillz Virtual Administrator Training - TEST ILT ILT eSkillz-Regional Admin-ILT (Rev1-.. & &

Actions

Description: @ Assign

This is a test ILT created for the November/ December 2016 eSkillz Virtual Administrator Training Sessions. Please DO NOT DELETE OR EDIT!I! Cover Page {Inactive)

Active: Yes Classification: Instructor-Led

View All @

Related More ® Scheduled Offerings @ la
Scheduled Offerings & Date Time Room Status

Assignment Profiles 1a
Segments

Prerequisites
Substitutes e No Records
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Item Administration Page

The ILTadministration page is divided into three main areas:

T CoreAregg OT D 1 A&£EOQq #1711 OAET O UI OO ), 460 AAOEA EIT A&l Oi A
requirements, process control, etc. Click t."***'® | putton to view additional summary data.

1 (top right): Displays additional actions that can be performed at the ILT level.

1 Related Menu (bottom half): Displays major tabs related to important ILT components (ex: Scheduled
Offerings). ClickMore to see additional Related tabs.

™ ;
ol ] BEl L (i ] o
Home Users Learning  Content References  Reports
‘ Search: I Enter Keywords or Command \ Go) ‘ | ﬂ.
(4) Search Results
1r
@ eSkillz Virtual Administrator Training - TESTILT ILT eskillz-Regional Admin-ILT (Rev1-... = & | Actions
Description: @ Assign

This Is & testILT crezted for the November/ December 2016 eSkiliz Vitual Administrator Training Sessions. Please DO NOT DELETE OR EDITI! Cover Page (inactive) schedule

Active: Yes Classification: Instructor-Led

| ViewAl @ |

Related
| |
Scheduled Offerings

more @ Scheduled Offerings

Date Time Room Status

No Records

Assignment Profiles

Segments

Prerequisites

Substitutes
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A Scheduled Offering (SO) is an ILT that has been scheduled with a start date and time.

Scheduled Offering Navigation

1. From the Learning Administration page (also called SuccessFactors Administratich)pn € ALedbningd
icon.

2. Click on theScheduled Offeringgab in the left menu frameYou will be directed to the area of the system
where you carsearch and viewour desired existingScheduled Offering
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